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Important Contacts:

Level 1 Support: Terminal Support, Error Messages, Problems with DIRECT, Assistance with Reconciliation,
Reporting Questions, Downloads, Billing Inquiries, Ordering Equipment or Supplies, and Other General Support
Needs.

Federal Agency Support Line
Phone: 1-866-914-0558
Hours: 24/7

Chargeback Support Desk: All Questions Pertaining to Chargebacks.

Barbara Hervey

Phone: 513-900-6467

Email: barbara.hervey@vantiv.com

Hours: Monday through Friday 8am to 5pm eastern

Level 2 Support: Adding DIRECT ID's, DIRECT Training, Adding New Merchant Numbers, and Level 1
Escalations.

Tina Law

Phone: 513-900-3746

Email: tina.law @ vantiv.com

Hours: Monday through Friday 8am to 5pm eastern

Level 3 Support: Special Projects and Level 2 Escalations.

Eric Cofer

Phone: 513-900-3711

Email: eric.cofer@vantiv.com

Hours: Monday through Friday 8am to 5pm eastern

L]
Val“ll'IV Proprietary and Confidential | 3


mailto:barbara.hervey@vantiv.com
mailto:tina.law@vantiv.com
mailto:eric.cofer@vantiv.com

DIRECT Support Guide — Web Based Express Version

Glossary of Terms:

Chain - The chain number is a six digit identifier starting with 0. This chain code will allow Vantiv to identify your
agency.

Division — The division number identifies where the funding will go. Each division under a chain will mean 1 CIR
entry.

Merchant number — Identifies the location within the agency.

Weekly DIRECT Training:

Please remember DIRECT training is still available every Tuesday from 2:00 - 3:00 pm eastern.

Web Conference: https://www.livemeeting.com/cc/fifththird/join
Web Conference Meeting ID: Q4H6R5
Web Conference Entry Code: NONE REQUIRED

Telephone Conference: 1-513-900-3344
Telephone Conference Passcode: 483894

FIRST-TIME USERS

To save time before the meeting, check your system to make sure it is ready to use Microsoft Office Live
Meeting. http://go.microsoft.com/fwlink/?Linkld=90703

NOTICE: Microsoft Office Live Meeting can be used to record meetings. By participating in this meeting,
you agree that your communications may be monitored or recorded at any time during the meeting.
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DIRECT Procedures and Reports

Frequently Used Reports:

MD-082 Rejected Transaction Report

MD-410 Chargeback, Adjustments and Rejects that will hit your account that day
MD-413 Chargeback Prenotification

MD-414 Draft Retrievals Notification

MD-900 Chargeback Prenotification

MD-901 Bankcard Advice of Chargeback (CB)

MD-479 CIR Reconciliation Summary - daily voucher summary

MD-493 CIR Reconciliation Summary — daily voucher summary including voucher number
MM-303 Monthly Statement

MM-418 Monthly Intra-governmental Fee Summary

MM-428 Monthly Intra-governmental Transaction Summary

BIMERFIN Senvices Invoice
BIMERFEE Monthly Detail Fee Summary

Daily Procedure:

e Log in to https://direct.ftpslic.com/
e Enter your user ID and password

After the logon process is complete, you will be presented with the main screen. Near the top of the screen is a
bar running horizontally across the page. This is called the main menu and contains the top level functions that
are available to you within the DIRECT application. An example of the main menu is shown below.

Powered by = g Express
DIRECT vanfiv.

Py aports &
Admin [ ATM & Card Marchant Statements

Last Logon: 12/Z2/2011 09:34:28 AM EST

hargeback Management{Transaction Research |

anline 4pp Draft Retrieval= Lccount Review Express
LAppStat Chargeback Data Fartial Card Lockup
Fast Scan Fast Scan Reauthorization
»more »more » more

virtual Terminal _______JGiftCard _ _______ __JHost Access |
“Wirtual Terminal Search Batch Activation Report Luto Terminal
“firtual Terminal Express Mass Transzaction Tandem Access
Settle Transactions Mass Tran Results
»more

[Chargeback Operations _|Merchant Admin ______JSupport ______________|
Fax Queus Misc adj Contact Us

Lging Reports
Mon-Charts Scan
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e Go to the “Reports and Statements” Tab

e You will see a list of report for the current date. You can click on any report to view it.

ALL AGENCIES SHOULD REVIEW THEIR MD-479 or MD-493 REPORT DAILY TO ENSURE
CORRECT FUNDING. REPORTS ARE ONLY AVAILABLE ONLINE FOR 60 DAYS.

Below is an example of the MD-479

HD—-473 STMMARY OF CASHLIME FILE DATA BY CHAIN/DIV/MERCHANT

0&: 00 THURSDAY, MAY 31, Z0O7 1

o~ CHATNSOLZ345 DIVE00L -

MELCH EMD CE EMDDE CBECR CEDE ADJ CR ADJ DE EFT_CE

4445000212122 27947, 47 0.00 0.00 0.0 0.00 Q.00 1583430
444 EO004 54545 709, €0 0.00 2.00 0,00 2,00 0,00 395. 24
444 EOOOTETETE 891135 0.00 0,00 0.0 0.00 000 1880245

444 5000556986 2440.70 0.00 000 0,00 0.00 0,00 1819. 80

40009, 52 0.00 0.00 .00 0.00 000 3ESEL.7S

EFT,... BET_
CRADT LEATT CEELIT LEEIT

000 0.0 43581.77 0.00
0.0 9,00 1105.04 0.00
000 000 27714 .40 0.00
000 0.0 4260.50 0.00

000 000 TEEEL .71 0.00

- CHATNE01234E DIVS002 = mm o m oo e o o e e e -

MEICH EMD CR EMDDE CBE_CR CEDE ADJ CR ADJ DE EFT_CE
4445000985632 2879228 0.00 .00 0,00 2,00 Q.00 32926.36
4445000369552 £7132. 95 0.00 0,00 0.0 0.00 000 3318138

93925, 23 0.00 .00 0,00 02,00 .00 72l07.71

MD-479 Fields Defined:
e MERCH = Fifth Third merchant number.
e EMD_CR = Credit card credit amount, sales.
e EMD_DB = Credit card debit amount, returns.
e CB_CR = Credit card chargeback credit amount.
e CB_DB = Credit card chargeback debit amount.
e ADJ_CR = Credit Card Misc adjustment credit amount.
e ADJ_DB = Credit Card Misc adjustment debit amount.
e EFT_CR = PIN Debit credit amount.
e EFT_DB = PIN Debit debit amount.
e CRADJ = PIN Debit Chargeback/Adjustment credit amount.
e CBADJ = PIN Debit Chargeback/Adjustment debit amount.
e Total Credit amount (credit cards and debit cards).
e Total Debit amount (credit cards and debit cards).

vantiv

EFT,... EET_
CRADJ DEATT CEELTT DEEIT

0.0 900 E3718.64 0.00
000 000 10631430 0.00

0.00 §.00  lee03z.od 0.00
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Reports & Statements

To view reports or statements, simply click on “View Reports” under the Reports & Statements menu. The
Available Reports screen will appear.

Chain /Inst /Account (dropdown box for external users)
Division (dropdown box displayed for external merchant users with stores grouped into divisions)
Date Range (Optional)

e Enter a From Date (MM/DD/YYYY) or select a From Date by clicking on the calendar.

e Enter a To Date (MM/DD/YYYY) or select a To Date by clicking on the calendar.

e To search for reports a single date, enter a From Date and check the “By Single Date” box.

e To search for ALL available reports, eave the From Date and To Date blank and click on Search.

Once you have indicated the required search criteria (Chain/Inst/Account), click on the Search button to retrieve
the desired reports or statements. If you have entered incorrect search criteria, you can change/update your
selections or you can click on the Clear button to clear out the current search criteria and enter new parameters.

Viewing Reports & Statements

Once you have entered your search criteria in the left-hand menu and click search, the Available Reports screen
will be populated with your search results. Reports and Statements will display detailing the following information
(as detailed in the screen shot above):

e Report Name (displays as hyperlink)

e Report Code (displays as hyperlink)

e Chain/Inst/Account (displays as hyperlink)

e Division —only for merchant users if applicable (displays as hyperlink)

To select the desired report or statement, click on any of the hyperlinks (Report Name, Report Code, Chain Code,
or Division) for the desired report or statement. When you click on one of the hyperlink, all of the available report
dates for the report or statement selected will display as shown in the screen shot below.

Last Logon: 10222110 12556753 P TBT

Hopors & Statemonts

Avallakie Rppors

Date Range: Bavko Cravnshock Precaitizn wl
From 1] [ BySirgOste  DukGwd Ation of Crorosbackioe, oo
Vi Pra Arbeston Mo e Reson [

Sesrth | Chear |
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The Report Name will appear at the top of the display screen. The available reports and statements will be listed
with the most recent reports at the top of the list. Dates will only be shown when reports are available. Therefore,

if a date is not listed, that means that particular report or statement was not generated for the selected
Chain/Inst/Account for that particular day.

Next to each Report Date, a value for Report Size may also be displayed (depending on report type). Currently,

users can only view reports and statements in Express that are up to 10MB in size (Note: A megabyte equals
1,024 kilobytes).

To view a different report or statement, the user can click on Return to Reports Listing to get back to the original

Available Reports listing. In order to view a report or statement, simply click on the Report Date for the report you
wish to view.

Once you have selected a report date, the report or statement will appear in the main window, as seen below:

Lawt Logon: 10020010 12:56:63 DM 101

1 a1 1aeger than 10 NB ars too | #ge (o be viewsd $augh 1ia Fitn Thi Direct Express applicaion 21this ime To vew thess lages epons, 109 onto the FIh Third DFsct Daskiop appllcaion to downlo s the repon(s)

Roport San Mweson
162010

Seloct Enter Retationsivp 150 on

Chasins (stitution

on0150 =]

Fom 1] T Dy Sirghe Oinle

When viewing a report or statement, you will see the following:

Report Name & Date will appear at the top of the window. At the top and bottom of the display window,

navigational options are provided to assist users with viewing the report. Clicking on the following options will
maneuver the user through the report:

o First Page —takes user to first page of report

e Previous Page —takes user to the previous page of the report
e Next Page —takes users to the next page of the report

e Last Page —takes users to the last page of the report

Below the Report Name & Date is a Help on Report option. Clicking on this will provide directions for report
documentation for merchant reports. In the top right-hand corner of the window, the following will appeatr:

e Save As Text Button (available for text reports only)
e Save as PDF Button (available for text, tiff and PDF reports)
e Print Icon (available for all reports)

vantiv
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To access help information regarding reports, click on the Help on Report hyperlink at the top or bottom of the
displayed report or statement. To return to the list of report dates, the user can click on Report Dates under the
Go To menu on the left-hand side of the screen.

Saving and Print Reports

Users have the option to save a report as a text file or a PDF file, or to print the report. Select the correct option
from the grey tool bar along the top of the report viewer screen.

y 2 16,2010
Sane &0 Tert [ Bas A5 Pof | L
View Reports
Download Miem
Help on Report
Selee Enter Reationship R —
P 101234
iy 1
SheRiyawsion «<Firc1Page Previous Page M Pacs Last Pagess
000150 %]
Ditston
(o1 =, ; 2
m-ral R TARE oAE. agl0 B A
Date Range FIITH THIND DAY
From: ) 177 By Siegle Date ooy §
cona:  so15e-00 sz 2
To &® rncna TeTrs |
CSTECRaREE sn TR BT wores v mmenoer
Searh Clear
v 3 @Y zern, Wo vl JOTB®? L .o b.3t
VS COMIIEIN., TA TREET i o.er
VIZA TOTAS L] fas.n Fo.en
GoTe S
GRAD TUTM. 2 e 085
Bence Dateg
m-is1 MEEROT DenT IEERCRAE D anTRSTY rorcErsINe DATE Aa3610
TITTA TRIDD DAOL
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Merchant Summary

When you click on the “Merchant Summary” menu option, the following screen will appear. At this point you must:

Select your chain code and division (optional) from the drop-down list or enter your merchant number in the
appropriate box.

Select the desired date range of the report you would like to create.

Select the reporting options that you would like to pull from the database into your rep ort, such as Settlements

or Authorizations. (Note: the default Reporting option is set to “All”, but reports will run faster if you deselect
unwanted options.)

To initiate the report, click the “search” button at the bottom.

Powered by = @ Express =
DIRECT vanfiv

Admin ATM & Card

Reports &
| Statements

Last Logon: 12129/2011 09:34:28 AM EST

cR \.ESE xeap Merchant Summary Report Search Criteria
Partial Card Lockup

ard | Enter a chain, division or merchant number and date range, then click the Search button. The report will run faster if you uncheck
Reauthorization

Merchant Summary boxes for sections of the report you do not need to see. The date range that you enter will be used to search for Auth Transactions by
Merchant History Transaction Date, for Chargebacks and Retrievals by Report Date, and for all other sections by Process Date.
BIN Search

Authorization Review S
Batch Totals Search by chain, division.
# return to mai Chain Code:

[
Divisien: [ Optiona
———

OR search by merchant.

Merchant Mumber:

Date Range: IPre-set Date Range j

From Date: I B
To Date: I

(Moonyyyy ) Search by Single Date

{MW/DDAYYYY)
Reporting options.
Il Al [l Settlement
¥ Settlement Rejects ¥ ACH Deposits
¥ ACH Rejects ¥ Miscellaneous Adjustments B
¥ Chargebacks/Retrievals ™ Discount Fees
[Vl uth Transactions ¥ Month End Fees
¥ Brarmiar Ciftrard [ Rank mard Baiarts j

vantiv
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The image below shows the Merchant Summary Report based upon the reporting options that you previously
selected.

Admin ATM & Card

Reports &
: Statements

Last Logon: 12/29/2011 09:34:28 AM EST

Transaction Research .
Account Review Express ACME (0G1285) Open Date: 10/25/2010 Merchant Summary Report

: emel pe: M - ose Date: or -
Partial Card Lookup Settl nt type: M - MONTHLY BUNDLED Cl Date: NiA for 12/101/2011 - 12/25/2011
Reauthorization
Merchant Summary @, settlements 138 5 11,010.26
Merchant History - .
BIN Search a4 VIS4 78 SE5823.38
Authorization Review -
Batch Totals & asTERCARD = $4516.39
# return to main @ DISCOVER 2 5137.55
Q' AMEX 6 $ 43294
B Erint thic page Settlement Rejects 0 2000
Mizcellansous Adjustmentz 0 S 0.00
@, Discount Fees $227.99
Merchant Summary Report
Help Month End Fees 0 0,00
ACH Deposits 20 £10,577.32
Report Search Rl F ‘ ‘
20 % 10,577.32
From [12/01/2011 & o-pevos '
Diate: (MMDDAYYYY) ACH Rejects 0 $0.00
Vari {Help] -194.95
To  [122s201 afionce (e §
Date: ooy
(MM ) @, Auth Tranzactions 159 51235452
Refresh Report
B yiza 9z 5 §,523.02
@, |ASTERCARD 3 R
% piecoven s F311.22
Q‘ AMEX 6 $432.94
Chargebacks / Retrievalz 0 20.00
Premier Giftcards 0 $0.00

The Merchant Summary Report provides batch information, deposit information, and authorization information in
summary format for the custom data range you define. From this point, the user may click on any magnifying
glass to retrieve the details of that summary record.

vantiv
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Account Review Users Guide

The Account Review function of DIRECT, allows authorized users the ability to access transaction detail
information for a specific cardholder. This feature will mainly be used to resolve customer inquiries about charges
made to their account at the merchant’s place of business (note: settled transaction data is retained for a period of
18 months, authorized transaction data is retained for a period of 6 months). To view transaction detail for a
cardholder, the customer’s credit card number must be entered. The search may be narrowed significantly by
specifying a starting search date range, and any additional credit card search options desired.

When performing the account review function, all of the customer’s transactions at any of the merchant’s locations
will appear. The Account Review section will display an “Authorizations” and a “Settled Transaction” section. This
offers a source of comparison that helps identify if a transaction was authorized more than once, settled more
than once or settled but never authorized. This is a helpful tool when troubleshooting customer service issues.

Within each section, information regarding each transaction will be provided, such as: date and time transactions
occurred, the merchant’s division, register number, and store number at which the individual transactions
occurred; the type and amount of the transactions; authorization number obtained for each transaction (if it was
approved; not valid for returns or declined transactions). The Account Review feature also allows, exporting data
to Excel, printing the transactions, sorting by columns, and customization of which columns will shown or hidden.

Searching by Full Card Number

Once logged in to DIRECT, click on the “Merchant” tab. A submenu will appear labeled “Transaction Research”.
Select the Account Review menu option.

Powered by o @ EXPI"ESS =1
DIRECT vantiv

Admin ATM & Card
Last Logon: 12/29/2011 0:9:34:28 AM EST

Transaction Research
Account Review Express
FPartial Card Lookup
Reauthorization
Merchant Summary
Merchant History
BIM Search

Account Review Search Criteria

Enter a chain, division or merchant number. In addtion, enter the card number or transaction locator, date range, options and then
click the Search button.

Authorization Review Account Mumber: I
Batch Totals
# return to mai Transaction Locator: I
Search by chain, division, store
Chain: I Riequired if division or store value is entered
Division: I Optiona
Stare: | Setions

OR search by merchant.

Merchant Mumber: I

' Process/Business Date ' Transaction Date = No Date

Date Range: IF'l'r:'sr:tDatr: Range [&] —
From Date. I T sSearch by Single Date

To Date: I—

Additional card search options.

Authorization Settlement

Rl Al Card Types ¥ Al Card Types

M rradit & Sianatiea Nahit T Cradit & Sianatiea Nahkit
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Account Review Search Criteria

The Account Review section contains all authorizations and settlements made on a user’s credit or debit (within
your chain). Thus, in order to perform an account review, the merchant must have the customer's Account
Number (full card number is required). If the user has access to the customer's account number, they can
perform the account review by following these steps:

e Enter the customer’s account number in the box labeled “Account Number”.

e Then, the user may specify the chain (to see data from all of their merchant locations) or they may enter a
particular store/location. Note: The user may research either all chain codes for which the merchant has
access to by selecting “All” or they may research each chain code separately. If the merchant only has
one chain code, that chain code will be pre-populated in the chain code box and “All” will not appear as
an option in the drop down box

e A merchant may also chose to narrow a search by specifying a “Division” in order to only search a sub -set
of the chain. This is optional and not all merchants have a division established.

e The user must also establish a “Date Range” for the account review. This date range can be up to 18
months prior and can be set to run by transaction date or process date.

e Additional search options, under the categories of both Authorizations and Settlement can also be
selected to minimize the Account Review search.

e Once the search criteria are entered, the user must click on the “Search” button

Account Review Report

The initial report screen shows a large amount of information about a particular cardholder. Users may use
addition features of the DIRECT reporting tool to filter their data (see image below).

e Total Authorizations, and/or total Settlements, (depending on which search options were used), and a
breakdown of each individual Authorization and/or Settlement, for further research.

e Each individual item (transaction) may be further examined by clicking on the N maghnifying glass icon to the
left of each row.

e By clicking on any of the bold column headings, the user can sort the information from low to high (or vice versa
if they click again).

e There is also a “Report Options” section on the left side to show\hide the column headings that list on the page
for Authorizations and\or Settlements.

e An option to export the data (if the user ID is setup to perform this function) to Excel or a text file by clicking on
the = disk icon that appears in the upper right corner or the screen.
e Selecting a Merchant number will take you into the Merchant Summary Report function.

L]
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Exporting Data

Account Review Report for 5424

Settlement Card Types:

Transaction Research
Account Review Express
Partial Card Lookup L
Reauthorization Search Criteria:
Merchant Summary . ama e
Merchont History Account Number: 542 7045
BIN Search ) Authorization Card Types: Credit & Signature Debt, PN DebtESTAWIC, Gift Card, POS Check/Other Types
Authorization Review
Batch Totals Authorization Transaction Types: &l Transactions
# return to main|
ALL
B rint this page Credit/Signature Debit PIN DebitEBTAVIC
Totals:
- Total Auths Total Settlements Total Settlement Amount
BIN Information
BIN Details g i LEEEEE
Authorizations:
Report Options Authorization Token Auth  Auth Response
I 100 rows/page 'I G0 Date Account Humber Token 1] Amount Code Code Card Type Code
=X 121272011 S424 T04g 53193 141934 APPROWAL MASTERCARD Pur
=X 127222011 5424 74 576.20 096520 APPROVAL MASTERCARD Purchaze
@, 10/05/2011 S424 T0as 53.21 212014 APPROVAL ASTERCARD Purchass
@, 08122011 Z434 704 516.50 082068 APPROVAL MASTERCARD Purchase
Settled Transactions:
Authorization Token Auth
Date Account Number Token 10 Amount Code Transaction Code Card Type
<} 1212772011 £424 7048 53193 141934 SALE MASTERCARD
@, 12222011 5424 7o4c 576.20 096620 SALE MASTERCARD

Last Logon: 12/29/2011 09:34:28 AM ES

7045

Credit & Signature Debit, PIN Debt/EBTANVIC, €

Settlement Transaction Types: All Transactions

Transaction Denial Transaction Network

Code Status o Entry Mode
01 - KEY ENTERED
50 - COMPLETE MAG STRIPER
01 - KEY ENTERED
90 - COMPLETE MAG STRIPER
Network Auth Proces
D Entry Mode Amount Date
01 - KEY ENTERED 50.00 12/28/20
90 - COMPLETE MAG STRIPE READ $0.00 1202220

If a user wishes to export data directly from the initial Account Review Report screen to their computer, click on

the % disk icon in upper right hand side of the page (option #5 above). The following screen will appear.

@ Fifth Third Direct - Microsoft Internet Explorer

REX]

Export Format Selection

Export authorizations to Excel.

Export seftled transactions to Excel.

Export authorizations to Comma Separated Value file. (Microsoft farmat)
Export settled transactions to Comma Separated Value file. (Microsoft format)

OC00®

From here the user may either export directly into Excel, or in a text document with comma delimited values. The
text file may then be imported into Excel at specific locations (Data\Import External Data\lmport Data\navigate to

sawved .txt file), or into most other database\spreadsheet programs.

vantiv
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Partial Account Number Search

Based Express Version

From the Main Menu screen under Transaction Research, select “Partial Card Lookup”. The partial card lookup
feature will allow user to query for a credit card by only using the chain code, merchant ID, and last 4 digit of the

account number.

/2 Direct - Windows Internet Explorer provided by wantiy

. . I
(= Py v H . . ji i || = + i
A |g, https://express. ftpsllc com,l'express,l'merchant,l’reports,l'accountrewew,l'partlal.ﬂ.ccSearch |_y| |£| I Bing

=lolx|

28

o
File  Edit  Wiew Favorites Tools  Help
{?Favorites @Direct | | & A = @a = Page = Safety = Tools = @. >

DIRECT

Admin ATM & Card

Transaction Research
Account Review Express
Fartial Card Lookup
Reauthorization
Merchant Summary
Merchant History
EIN Search
Authorization Review
Eatch Totals

4 return to main

NOTE:

merchant number and date range.

number andior merchant number and date range.

Account Number:

Search by chain, division, store
Chain:

Division:
Store:

Ierchant Mumhber:

Partial Account Review Search Criteria

Searches executed on data prior to June 1, 2008 require the following search parameters: Last four digits of the card number,

Searches executed on data after June 1, 2009 require the following search parameters: Last four digits of the card number, chain

I

% Process/Business Date ¢ Transaction Date

Express =

Crar [ iocorr |

Powered by

vantiv

6:49 AM EST

Last Logon: 12/,

Date Range:
From Date:

Tn Nate:

Run a search a by entering the last 4 digits of the account number in question.

search by both merchant ID and a 5 day date range.

vantiv

I Pre-set Date Range ||

(MIVDDMYYY) [T search by Single Date

You will need to restrict your
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